APPLICATION FOR RECORDS RETENTION SCHEDULE |08 IoE O e e AND WISTORY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form’% Forward signed original to
Department of Archives and History, Records Management Division, 330 Capito! Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address - FOR RECORDS MANAGEMENT USE
Application Dete ) Department of Educatiom ' Application Number -
Office of Imstructional Services 6 2 - 3 A0
Application Numbar Division of Special Programs Date Received Dete Completed
Atlanta, GA 30334 i T 198 : ‘
2 |sep 1 g 1982
2. Person to Contact e « - Weorking Title Do Telephone Number
Dr. Ellouise C. Collins : ' Director 656-2678

3. Action Requested
a. K Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

c. ] Amend Application No. ___ Check One: [ Change; [] Supercede; [ Void
4. Dates of Series §. Records Series Title {followed by title used in office; if different]
Earliest Latest ,
' | To Date Special Programs General Administrative Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

u

The Division of Special Programs provides leadership to Title I, migrant,
bilingual, special education and compensatory education programs in the public schools,
ingtitutions and other delivery systems as specified in the Adequate Program ¢f Education
for Georgia Act (APEG). Assures that through a continuum of services all handicapped and
gifted children are provided adequate educational experiences. Implements procedures for
expenditure of state and federal compensatory and migrant funds for services to eligible
children in accordance with state and federal laws and regulations.

7. Ru:ord Series Description This file contains the followmg docurnents {include form numbers and titles, if any}:
Axtach samples of the file.

Documents relating to: administering the Division of Special Programs.

-

included are: copies of reports, plans, workshop schedules and materials, itineraries,
- budgets, schedules, correspondence and other related documents concerning the
various programs carried on by the units within this division.

Fite is arranged: chronologically by fiscal year.

8. Monthly Reference Rate How often are records referred to which are: _
One to six months old ; Sevento twelvemonthsold ____; Thirteen to twenty-fourmonthsold _______ ;
twenty-five monthsandolder 7

9. Annus! Rate of Accumulation of Records
Lettersizedrawers ____ ;legalsizedeawers .. ;Shelves________; Other fgpecify) £

AR-50-71; Rev.76 - - . town




vES | NO ]| 10. Questionnaire  {Place an X" in the proper column)

a. Is this the official copy of the series?
X H not, where is it? -

b. Does the series contain confidential information requiring security handling? If yes, émz law or regulation,

X
X c. Is this a vital record? )
X d. Does this series have historical or long term research value?

e. When one or two documents in the file make rtmcenarvtokeeptheennreﬁlefoulongpenod could these

Attach copy or excert of laws of regulations. Explain administrative need.

- - - -

NA M_E_Mgmtem ol U 3 oo
inf i pli , atl
8. ;: the information contained in this series éver analyzed and/or recorded in a surnrnanzed report?
X f ves, attach copy, 5 -
- h. Is there a duplication of this series in your office, or in another office or amncy?
X ¥ ves, where? Partial duplication in each unit,
X 1 i. Isthis series for # major portion of it) regulariy microfilmed? R U A
X 1_ i Does the record series result in a computer printout?
11. Retention Requirements The following requires the series to be kept:
a. State Law . . YEars. - d. Audit period years.
b. Statute of limitation years. e. Administrative need : 2 years.
c. Federal law years. f. Federal retention instructions : vears.

12, A.pproved Duspom;on Instrucuons Ttus agencv m:omﬁxends that the fl!e series be cut off at ﬂ\e end of each STz
- O falendar Year; ® anl Year; D Other -- : _- _Zthen, -

ﬂ Hold in the r:urrent flles area month(s) _._1.__._.__ year(s} then
T Transfer to local holdmg area; hold _._..___ﬁyear{s} then

¥ Transfer to State Records Center; hold year(s}; then

I Destroy.

B Transfer to State Archives for permanent retention.

O Other {Specify)

These instructions apply to all prior and future accumulations of the series.

'_AgencyHeadI_Desigm [Signaturs) - 1 - Dete .. | Records Management Officer” (Signature) -

4

Z},fo/g.? Zi/alﬁwf{ 50-«#»\3::/1.0&,\“, 8’/4;/82,

. ' State Records ittee fS:gnam} Date
Recommendations in para- _ ]
graph 12 are approved. State Auditor/Designee <z , 7-« 7.F+

{If disapproved, attach letter i
of explanation.) .‘t E‘%&e&v of State/Designee W wwv\ ‘V 3) / Fa—

Attorney General/Designee W/ 7 <=2
AR-50-71; Rev.76 [ { -




